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	REQUEST FOR INFORMATION

	One request. One question. One sheet.

	



	PART 1  ·  THE REQUEST

	Request number
	
	Date raised
	

	Project
	
	Date found
	

	Project number
	
	
	

	Priority
	☐ P1 work stopped     ☐ P2 at risk     ☐ P3 needed soon     ☐ P4 routine

	Subject
	

	From
	

	To - the role
	

	Copies to
	

	Discipline or trade
	
	Location
	

	WHICH DOCUMENT NEEDS CLARIFYING

	Drawing and revision
	

	Specification
	

	DOCUMENTS YOU CHECKED BEFORE ASKING - AND ANYTHING ELSE THAT CARRIES THE REQUIREMENT

	



	THE QUESTION

	WHAT CLARIFICATION YOU WANT - ONE QUESTION PER REQUEST

	





	WHAT YOU PROPOSE, AND WHAT IT DOES TO COST OR TIME

	



	WHEN THE WORK NEEDS THE ANSWER

	Date the work needs it
	
	Float (days)
	

	Programme activity
	

	Period allowed
	
	Reply due by
	

	Attachments
	

	How many
	
	Issued by
	



	Signed for the contractor
	
	
	Date issued
	



	PART 2  ·  THE REPLY

	This reply is not an authorisation to proceed with work involving additional cost, time or both. Where the reply changes what the contract documents require, the change has to be instructed under the contract - as a minor change, a direction, a variation or a change order - before the work is built.

	Answered by
	
	Their role
	

	Date of the reply
	
	Date reply received
	

	THE REPLY

	







	Did the reply change the work?
	☐ No - clarification only     ☐ Yes - an instruction has been issued
☐ Yes - an instruction is still required     ☐ Returned without action

	What instructed it
	
	Who instructed it
	

	Instruction reference
	

	Answering and instructing are not the same power, and they are not always the same role: under some forms a change touching cost or time needs the owner as well as the designer. Record who instructed it.

	Already in the documents?
	☐ No     ☐ Partly     ☐ Yes - it was in the issued set

	If returned, on what ground
	

	PART 3  ·  WHAT IT COST AND WHAT HAS TO BE SERVED

	Cost effect claimed
	
	Time claimed (days)
	

	Disruption claimed
	
	Claim window closes
	

	Contractual notice
	☐ Not required     ☐ Required - not yet served     ☐ Served

	Notice reference and date served
	

	The period for claiming usually runs from the event, or from when you became aware of it - not from the reply. Read yours. A line on this form is not a notice.

	Closed out by
	
	Date closed out
	



	Contractor
	
	
	Contract administrator
	



	REQUEST FOR INFORMATION

	WORKED EXAMPLE - the same form, filled in end to end

	



	PART 1  ·  THE REQUEST

	Request number
	RFI-042
	Date raised
	5 Aug 2026

	Project
	Rowanbank Hospital
	Date found
	28 Jul 2026

	Project number
	RB-2214
	
	

	Priority
	☐ P1 work stopped     ☒ P2 at risk     ☐ P3 needed soon     ☐ P4 routine

	Subject
	Sanitary stack clashes with the PT band beam at grid F4

	From
	D. Okonjo, Site Engineer, Merrivale Construction

	To - the role
	Contract administrator

	Copies to
	L. Aturu (PM), structural and hydraulic consultants, Level 2 foreman

	Discipline or trade
	Hydraulic / structural
	Location
	Level 2, grid F4, west riser

	WHICH DOCUMENT NEEDS CLARIFYING

	Drawing and revision
	S-2104 Rev C, Level 2 slab penetration plan

	Specification
	Concrete reinforcing, post-tensioning - the clause on penetrations

	DOCUMENTS YOU CHECKED BEFORE ASKING - AND ANYTHING ELSE THAT CARRIES THE REQUIREMENT

	S-2104 Rev C, H-3202 Rev B, the structural specification, and the clash report issued with the June coordination model.



	THE QUESTION

	WHAT CLARIFICATION YOU WANT - ONE QUESTION PER REQUEST

	H-3202 Rev B runs the 150 dia sanitary stack through the post-tensioned band beam at grid F4. S-2104 Rev C shows no penetration there and the specification does not permit coring a band beam. Which document governs, and which service or member is to move?





	WHAT YOU PROPOSE, AND WHAT IT DOES TO COST OR TIME

	Move the stack 600 mm east into the band-free zone of the slab, keeping the fixture set and the pipe grade as drawn.



	WHEN THE WORK NEEDS THE ANSWER

	Date the work needs it
	11 Aug 2026
	Float (days)
	2

	Programme activity
	Level 2 deck - reinforcement fix and PT layout

	Period allowed
	5 working days
	Reply due by
	12 Aug 2026

	Attachments
	Marked-up S-2104 Rev C, photograph at grid F4, clash report extract

	How many
	3
	Issued by
	D. Okonjo, Site Engineer



	Signed for the contractor
	
	
	Date issued
	



	PART 2  ·  THE REPLY

	This reply is not an authorisation to proceed with work involving additional cost, time or both. Where the reply changes what the contract documents require, the change has to be instructed under the contract - as a minor change, a direction, a variation or a change order - before the work is built.

	Answered by
	R. Vance, Hydraulic Consultant
	Their role
	Sub-consultant

	Date of the reply
	12 Aug 2026
	Date reply received
	13 Aug 2026

	THE REPLY

	The stack is to move, not the beam. Relocate 600 mm east as proposed and set out to the revised hydraulic layout issued with this reply. The band beam is not to be penetrated at any point in its depth.







	Did the reply change the work?
	☐ No - clarification only     ☒ Yes - an instruction has been issued
☐ Yes - an instruction is still required     ☐ Returned without action

	What instructed it
	Revised drawing issued with the reply
	Who instructed it
	Contract administrator

	Instruction reference
	CA instruction 018, revised layout H-3202 Rev C

	CHECK - the reply came direct from a sub-consultant, who is not the role this contract empowers to change anything. The change was instructed separately by the contract administrator, which is what makes it safe to build. Without that instruction the work is being built to nothing.

	Already in the documents?
	☒ No     ☐ Partly     ☐ Yes - it was in the issued set

	If returned, on what ground
	Not returned - answered

	PART 3  ·  WHAT IT COST AND WHAT HAS TO BE SERVED

	Cost effect claimed
	$4,200
	Time claimed (days)
	1 day

	Disruption claimed
	No
	Claim window closes
	10 Sep 2026

	Contractual notice
	☐ Not required     ☒ Required - not yet served     ☐ Served

	Notice reference and date served
	

	The period for claiming usually runs from the event, or from when you became aware of it - not from the reply. Read yours. A line on this form is not a notice.

	Closed out by
	
	Date closed out
	



	Contractor
	
	
	Contract administrator
	



	HOW TO USE IT



1.   Copy the form for each request and number it in sequence. One request, one question - project specifications commonly require one subject per request. Withdrawn? Mark it void and keep the number.
2.   Name the drawing or specification that needs clarifying, and say what clarification you want. Those two are the minimum a standard owner-architect agreement sets.
3.   List what you had already read - the standard objection is that the answer was already in the documents issued to you.
4.   Give the date the work needs the answer, off the programme, and name the activity. Information that is not tied to an activity cannot be shown to have delayed anything.
5.   Record the date the reply was received, not just the date on it - different fact, and it is the one you will be asked for. If the reply changes what the documents require, get it instructed before the work is built; under some forms that needs the owner as well as the designer.
6.   Diarise the claim window. It usually runs from the event or from when you became aware of it, not from the reply, and the period differs by contract form.
7.   Keep every issued form on one numbered list - Mastt has an RFI register template for that.

	WHAT GETS SENT BACK UNANSWERED

	From the coordination specifications, not the contract conditions. Most also require the request to come from the contractor.

	Information already in the contract documents   ·   Approval of a submittal   ·   Approval of a substitution   ·   Approval of the contractor's means and methods   ·   An adjustment to the contract time or sum   ·   An interpretation of the designer's action on a submittal   ·   An incomplete or inaccurately prepared request



	WHAT BELONGS HERE AND WHAT BELONGS SOMEWHERE ELSE

	If it is
	It goes in

	A question about what the contract documents mean or require
	Here

	The same question across forty requests, and the turnaround on all of them
	RFI register

	A matter that has gone wrong and needs a decision above the project manager
	Issue register

	Work that does not comply with the documents
	Non-conformance register

	A change, once it has been instructed
	Variation or change register

	A drawing, sample or product data awaiting review
	Submittal register

	A defect found at completion
	Defects or punch list

	A formal contractual notice
	Wherever your contract says - a form is not a notice

	A question to a vendor before you have a contract
	Not here - that is a procurement RFI



	IMPORTANT
This is a template, not advice. It creates no entitlement on its own, and contract forms differ on who may answer, who may instruct a change, what periods apply and what notice has to be served - read yours and set the form to match it.
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